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Helping Schools Succeed Site Hyperlinks Help Card

Creating and Using Links

e You caninsert hyperlinks to external web sites as well as to other pages of your web site
e Use the Hyperlink Manager to create links to other web sites and to other pages on your site. The Page Link tool can also be used for
linking pages.
e Configure your links to open up in a new browser window, so that users do not navigate away from the page they were on
Hyperlinks to external web sites Hyperlinks to other Site Pages Hyperlinks to other Site Pages (Using Page Link tool)
1. Position your cursor at the location 1. Navigate to the page you want tolinkto | 1. Position your cursor at the location where you
where you want to insert the link 2. Copy the page address from the want to insert the link on the page
and click the Hyperlink Manager address bar of your browser into a 2. Click the Page Link icon B
2 notepad _ 3. Locate the name of the Page you want to link
2. Inthe URL field, type in the 3. Position your cursor at the location to. You will need to use the “12 3 4..”
address of the web site you want where you want to insert the link on navigation links to move from one screen to the
to link to the page next as shown below:
3. Type the text you want to display 4. Click the Hyperlink Manager icon 92,
as the link into the Link Text field 5. Inthe URL field, paste in the address B EkRidge Hementary Preview Inser
4. Type in a description for this link you copied in step 2 B Foothills Elementary School Preview Insert
within the TOOltip field . B Mountain Meadow Elementary School Preview Insert]
i L. 6. Type the text you want to dlsplay as B wikeson Elementary School Preview Insert
5. Click the Ok button to finish the link into the Link Text field 1234567
= Wyparik anager 7. Click the Target dropdown menu and
e choose New window. This will make 4. Once you have located the page name, click the
P . the link open in a new browser window Insert link to insert a link to the page you chose
Targer None . 8. Type in a description for this link within | 5 yoy will see the page name inserted on the
Exlsﬁﬂg:;r:: None M the TOOltIp fleld page as a hyperllnk.
s o [Ty ce— 9. Click the Ok button to complete




